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H0MZ FRINCIPAL RECORDS MANADEMENT ACTIVIPIES FOR FEBRUARY 1964

I. VITAL RECORDS -

Approved s revisiocn in the Vital Records Deposit Schedile for OFR.

Approved certain items on OCI's Vital Records Deposit Schednle to
be treusferred to the Collection Guidance Staff. This request re-
sulted from the transfer of voth the functions and records of the
Htaff Troa 005 40 the Collection Guidnnce Staff.

Assisted in the development of a Vitel Records Deposit Schedude for
the Office of Budget, Program Analysis and Hanpower.

1. FORMS MARAGEMENT

Completed four new and one revised form.

Designed a Non-Officiel Cover Coocurrence form for Cantrsl Cover Staif.
Ihis three part form Gesigned to Le originated by C1 Braf?, sent to
03 who completes the forw and sends to the appropriate srea dlvision.
Proprinted routing boxep are used on thie forn.

Designed a new form for COS/IDI to be used by the analyst in gubmitting
regiirements for photo imterpreiation and services from BPiC.

%,

Conpleted aight nev and sixteen revised forus.

Deelgned o new Contract worksheet and revised a Coutract Record for
Frocurement Division, Office of loglstics.

dHevised two Information Reports for FI/DDP. These two forms will ve
the sanitized version of the uev intelligence Information Cables now
in use st illendoguarters.

Relessed to the printer the order for the new HRD index cards 1o be
used on tae Computer. These cards will be the master deck for the
Office of Security. 100,000 cards were ordered st this time to be-
gin opevation; however 2,000,000 cards are needed.
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II, FPORMS MANAGEMERT {CONTINUED)

25X1 | |

5. Worked with Procurexent Division, office of logistics on design-
ing 8 new form for the procurement of items from elther the Military
or GSA. This new form ie in keeping with the Defense Department's
MILSTRIP and GS8A's FEDSIRIF programs.

6. Revised three forms for the Office of Finance. Previously, these
forms ware used by Bulget and Finance, and nov they are used ex-
clusively by Finance. ‘

I1II. RECORDS DISPOBITION

25X1 |

1. Het with the Office of Cozmmnications Records FPanel to dlscuss disg-~
position of supports records. Alsc sent soples of our Filing and
Disposition Guide for guch records to wembers of this pansl.

2. Worked with SR/OCR on revising thelr schedule snd firming up instruc-
tions for dlsposal of +the SR document collection. There was some
concern sbout the avallability of coples of OCI reports safter de-
struction of their own sets. Mot with oCI representatives and there
is no problem in furnishing any reports needed. Proposed dlsposition
{patructions have been prepared and sent %o 8R for their approval.

3, A proposed draft of & Records Coutrol Bchedule for the Historieal
Ste£f was prepared and has been gubmitted for review and eventual
inciuston in the OfDCI aschedule.

L. Reviewed and spproved (except for retention period} revised disposal
instrections for Securiiy Case files in the Office of Security.

5, Reviewsd and epproved two items that were revised from the indefinite
category to & three year retention for OCR.

25X1 6. et with[  |CCS/DDP to discuss the types of records filed in
i the Cover Case flles he is scheduling and the possibility of duplieation
elsevhere in the Agency. It 1is now gpparent that CCS 1s the office of
pecord for Cover functions. MHatlonal Archives Services will be asked
%o evaluate these records in terms of temporary or permmnent retention.
Than General Counsel will be asked about the method of teking an exception
to the Federal Disposal Act.

' 7. PBeviewed snd approved a revision of two items on BR/OCK schedule that
will persit transfer to Records Center.
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Ii. RECORDS DISPOSIZION {CONTIRUED)

25X1

32

Hequested OCI to again xeviev ihe need for retiring certain refereunce
files to the Records Center for an additionsl five year rstention.
The material is available elcevhare. oI hug agreed to s further
vaviev.

25X1 |

2.

Worked with OCI on transferring portions of their schedule to /DL
and OCR for functions trangferrad in 1963, Mede the necessary changes
and transfers to our coples of sched:les end forwanfsd coplies to the
Records Center.

IV, FORMS & FROCEDURES BUKVEX, MEDICAL STA¥T - |

Survey coupleted and Forvarded to Medical Stafl for their sction.
The following was acoonplished:

5. Developed 11 new forms.

b. Revised 12 existing forms.

o. Bliminated 12 existing forns - replaced 2 bootleg forms with exist~-
ting forme.

4. Scheduled 10 existing forms for revision vhen form reovdered.

. Eiiminsted need for preperation of 2,000 file cords.

£. Consolidnted Indices of Doctors and Hospliels.

g- Set up a current forwe £ile.

h. Submitted 8 recommandations primarily concerned with procedares.

1. Provided for s continuing vitel forms Program.

5. Wrote s Medical regiation on handling forzs.

¢. RBCORDS MARAGEMENS SURVEY, O/BPAM 4 |

Survey completed and report will be submitted after an informal
gassion hms been held with |

VI. PAPERWORK MAMAGEMENT SURVEY, 00/C J |

Sorvey costimes. lMeb with [ |to peview aspects of survey
and ganeral progress of survey.

Teviewed the files snd cardex in Central Cover 8taff in ponnection
with 00/C survey.
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¥II. PILING ECHUIPHENT AND BUPFLIES o | 25X1

L. Ehﬁw 5 x 8 card files were obtalumed from surplur for NPIC; savings
%&ﬁﬁ-%‘

2. Four sections of shelving wers obtained from surplus for Office of
Security; savings $175.00.

3. Eecommended approval of e request for a secure ares for Military
Personnel Division snd Insurance Branch. These two offices axre
noving o0 SECUIe STE8E; and if they were forced to wmove inlo
non-gecure areas they would have to convert to more costly safe-
type Tiling equipment costing epproximalely $20,000.00.

¢IIi. ARCHIVES AND HECORDS CENTER OFERATICR - | 25X1

1. Recelved 1488 cubte feet of records end eliminated 117D cubie feet -
the net growth was 309 cubic feet.

2. Furuished 9h3h references im response to the requeste from Headguarters
affices. These reguests included:

i . 2U7 intelligence reports for a foreign Governsent.
. 2000 coples of Agency msps-
e. A specisl request from OBX for a document peeded for s White House

seetlog.
25X1 3. spent two days at Hoadguarters lidrary to work out procedures
{ Tor nantling their requests for service.
25X1 k. [ |spent two days with OCR Machine Division going over procedures

Tor the oaintermnce of thelr vital puneh card recoprds.

5. Theve were 2h visitors from soves Headguarters offices. In sddition,

25X1 a Heserve Group ané| | toured the BRecords Center.
25X1 6. | jsttanted tuo monthly Inter
Agency Records Administration meeting & Hatiooal Archives.
IX. KENNEDY LIBRARY - | 25X1

1. I met with Mr. Herman Kahn, Assistant Archivist for Presidential
iivsaries and made tentative plans for tha transfer of Agency
doevsente to the Xennedy Hemorial Librery.

X. HISCHLIANECUS
1. Hewbors of the staff attended the monthly Inter Agency Records Adminie-
tration Conference meeting et Netlonal Archives. The new procedurcs

#ar ordering supplies from ow through the Department of Defense sod
General Services Administratlon were &lscussed. Also the nev forms
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X. HMISCELLANeOUS (CONTINUED)
MIISTRIF for Militery buying and FEDSIRIF for itews frow GSA.

25X1 2. At the reqouest of SR |arranged for| [to use the
: Srolengk Archives.

3, Discussed propossd veviasion of Federal Records Act, {P. L. 754)
with Deputy Archivist of the United States. Dr. Robart Behmer,
Dr. Herbert Angel, Asaistent Archivist, and| jof our
Gengral Counsels Gffice.

25X L, ¥ade tentative with | | Admintstrative Officer
25X1 of 84T snid |for a records msnsge=ent survey in ihe
Corputer Services Organization in lste March or early April.

5., Distussed mxtusal records mansgenent provlems with Mr. Thomes
Stratton, Chief Manmgement Englneering, K. B. A.

25X1

Chief, Records Administration Siafef
/3 Dtrel /T4 %
Date
25X1 i £
DDS /RAO/FMB :ls (12 Mar ‘'6h4)
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